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INTERVIEW QUESTIONS FOR SECRETARY/BOOKKEEPER

1. Describe your professional background, focusing on specific qualifications and training that

make you a good candidate for this position.
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2. Do you have any bookkeeping or payroll experience?

o What specific accounting/bookkeeper courses have you completed?
e Have you had any experience in a school setting?

e Have you ever worked w/time sheets or time cards?

e Do you consider yourself detail-oriented?
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3. Explain how you prioritize your day if you have several things that have to be comple%w
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4. Inyour bookkeeper role, you will be responsible for receipting cash. Do you have any
experience in dealing with cash collections? Be specific.
o If a teacher turned in his/her daily receipts with the receipt book to you, what would
you do next?
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5. Describe reconciling a bank statement.
o What is a deposit in transit?
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6. Address the issue of confidentiality as it relates to working in a public organization.
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7. Do you have any experience with preparing a budget and maintaining a budget? Be specific.
w1 If you enter a requisition in the system and it is showing the line item is over budget,

Fra alut Wi/lﬂ what is your next step?
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WW 8. Describe your experience using computers. Any experience using the AS400, SchoolFunds,
Word, and Excel?
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9. How would you handle the situation if you were asked to do something related to your job
that was not in compliance with Board policy or Edgecombe County Public Schools’
procedures or not legal?
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